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Responsibilities of Parents on Duty

Arrive at school at least 10 minutes before school starts (at 12:50). Work starts at 12:50 and
ends at 16:00.

Move the school supply cabinet from the storage room to the designated area. Please wear
the parents on duty badges that are available inside the cabinet. Set up the copy machines,
and put out the Lost-and-Found box on the table.

Assist school teachers and staff in making copies.

Ring the bell before and after each period. First period: 1:00pm - 1:45pm; Second Period:
1:55pm - 2:40pm; third period: 2:50pm -3:40pm.

Monitor hallways during and between classes for student safety. Prevent students from
running or any other dangerous behavior. Pay special attention to the stairway areas on the
second floor to prevent any accident.

Assist school officials during fire drill and any other emergency situations.

After the third period, put all equipment and supplies back in the cabinet, lock the cabinet,
and return the cabinet to the storage room.

Inspect all classrooms and cafeteria area. Collect items that are left behind by students and
teachers, and put them in the lost-and-found box.

Assist the school PTA representative to confirm that no student or parent has stayed at the

school and that all persons leave school before four o'clock.



10. After completing all tasks, return the supply cabinet key to one of the school PTA members.
School PTA will return the $50.00 deposit.



